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IDEA EXCHANGE
By THEIA CASCIO, Beverly Hills, California

Flow Charts Cut Office Costs

—Florene Cochran, Los Angeles
Chapter, ASWA
Time and motion studies are considered
essential to efficient factory operation. Like
wise, a competent analysis of time sched
ules and routines reduces the cost of clerical
and accounting procedures and makes them
more efficient.
Accounting department costs naturally
rise with expansion in volume of business,
revisions in tax laws, and changes in re
quirements for internal reports and analy
ses. Subsequently, it becomes necessary to
spread accounting work among more em
ployees. Due to the need of immediately
producing reports, the method followed is
often a stopgap procedure whereas an analy
sis of the routine and forms used would
show many possibilities for reducing costs
and obtaining effective use of personnel,
materials, space and time.
In surveying present procedures, the first
step is to list the work division and to re
cord the approximate time spent by each
accounting clerk. To consolidate this analy
sis, flow charting is perhaps the best way of
obtaining a complete picture of the pro
cedure, showing the series of related job
steps in sequence of handling. Symbols—
such as squares, rectangles, ovals, diamonds
—are used to depict each type of operation;
clerical, typing, machine type, and report
form. Starting at the top of the sheet with
the source document, each operation is
listed, with a brief description placed inside
the symbol. Subsidiary or parallel jobs are
drawn to the side. The hours or portions
of hours spent and number of clerks is
posted to the side of the symbol.
Separate charts should be made for daily,
weekly and monthly operations. This is
the point at which the analysis shows
whether the operations move logically from
one step to another—a straight line pro
cedure—or whether there are trouble spots.
It may be that the source document has not
been completely filled in originally, neces
sitating phone calls or trips between ac
counting personnel for additional informa
tion. Or, information readily accessible at
one point in the procedure must now be
re-established.

Operation numbers may be assigned to
each step and a detailed description of the
procedures used can be written either on
a separate sheet or the lower half of the
flow chart sheet itself.
When the flow charts have been prepared,
samples of source documents, internal memo
and accounting forms, reports, and a record
of who receives and uses each report, should
be analyzed in relation to the procedure.
Often a revision of the form will decrease
handling and processing time. Changed
requirements of management may have
eliminated the necessity for information
now being laboriously compiled.
Due-in and due-out schedules should be
established and maintained. After the av
erage processing time has been established,
an adequate allowance should be made in
these time schedules for normal interrup
tions to routine.
Reference to the flow charts will show the
logical place for any change in procedures to
meet new requirements. In conjunction
with the time schedules of work processed,
it can be determined fairly easily if the
change necessitates either hiring additional
personnel or obtaining additional equip
ment.
This blueprint of accounting department
operation may also be a useful tool for in
struction of new employees. With the high
turnover of personnel today, a great deal
of the hidden cost in every department is
in the training of new people. A chart
listing the operations expected and the time
allowed consolidates verbal instructions and
enables the new employee to have an oper
ating check list.
Periodic reviews of the procedure should
be made by the accounting department man
ager to determine not only that the best
method has been established but that em
ployees are following the established rou
tines.
The initial work of setting up flow charts,
written procedures and firm time schedules
is more than offset by the savings effected
by establishing straight line procedures.
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